ORACLE DISCOVERER END USER VERSION

Background

Updated 4/20/2002

Oracle Discoverer is a web based reporting tool that allows the user real time access to
their organizations Financial data. Discoverer looks at the relational database, which is an
organized collection of information stored in tables and rows, and uses a computer language
called Structured Query Language (SQL) to retrieve the requested information. Discoverer
is the easy fo use front-end tool that allows users to obtain desired information without
having to rely on programmers to code it. Discoverer is made up of an End User Layer (EUL)
with several business areas contained within that layer. Data is secured by business areas.
A business area is made up of folders, each folder containing many items. These folders
and items represent database tables and columns. When you create reports /queries you
will be selecting these items that you need.

Where to access Discoverer

Discoverer can be accessed via a link on the customer's web page as follows:
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Enter the following:

Step Field Name Description Step
Number
1 DISCOVERER Web link (see arrow above) | Click the Discoverer web link

Password Maintenance

Discoverer requires users to reset their password initially and annually. Follow the
procedures below to reset a password.

a Chemical Safety Discoverer - Microsoft Internet Explorer provided by Bureau of The Public Debt ;lﬁlﬂ
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Enter the following:

Step Field Name Description Step

Number

1 Oracle (password | Web link (see arrow Click the Oracle (password
maintenance) above) maintenance) web link




ORACLE’

User Name

Fassword

ORACLE

Applications Connect Cancel

| @5 & & || o | Bloss.. | €lora.. | €1arc..| €lora. | Eora.. [Eora.. [EBHTs cosam

il Start

Enter the following:

Step Field Name Description Step

Number

1 Username Oracle Discoverer Enter your username
Username

2 Password Oracle Discoverer Enter your password
Password




o ot

‘ Your pa

Enter the following:

1 Ok Button Click the button

FhEEEEES
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Enter the following:

1 Old Password Old Discoverer Enter your old password
Password
2 New Password New Discoverer Enter your new password
Password
3 Re-enter New New Discoverer Enter your new password
Password Password
4 Ok Button Click the button

Note: Passwords must be at least 8 characters in length and contain at least one number.
If two numbers are used they ‘cannot’ be repeated after one another ex. ‘welcome22.



Accessing Discoverer End User

3 Chemical Safety Discoverer - Microsoft Internet Explorer provided by Bureau of The Public Debt ;IEILI
J File Edit View Favorites Tools Help ‘
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A Administrative Resource Center
Parkersburg, West Virginia

Home | What's New | E-mail

Discoverer
Oracle (password maintenance)

Discoverer Viewer 4i
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Enter the following:

Step Field Name Description Step

Number

1 Discoverer End Web link (see arrow Click the Discoverer End User
User 4i above) 4i web link




Accessing Discoverer
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Links @]ARC - Oracle Site Reference @] Administrative Resource Center &]Cammissioner's Office &) Gowernm ent: Secuiities Regulatorns Staff

. 4 gl I
Discoverer
Wielcome to Discoverer a business
inteligence tool that enables you to
retrieve and analyze data without
hawving to understand how to access
databases.

Ask your Discoverer administrator Click the image above to
for your username, password, and start.
database connection information.

Tip: Bookmark this page

&] (8 Local intranst

Enter the following:

Step Field Name Description Step

Number

1 Click to Start Click to Start Click on the 'Click to Start’
icon.




Tonnect to Oracle Dis

Discoverermdy

Enter the following:

Connection Information
Connect

Username: |dreddy

Cancel

Fasswiord: |1rw1rw1rw1rmrw

Help
¥ Oracle Applications User | About..

Status

Flease type vour Oracle Applications usermname.
password and the database name.

Step Field Name Description Step

Number

1 Username Oracle Financials Enter your username
Application Username

2 Password Oracle Financials Enter your password
Application Password

3 Database Database name Enter the database to which

you're connecting. Ex. "live"

Note: Make sure the 'Oracle Applications User' checkmark box is checked as the example
above shows.




Choosing a Responsibility

Choose a Responsibility

“r'ou can connect as amy of the following responsibilities.
Flease choose ane.

Responsibility

Connec\ Faleir i ARC-Accountant-CSB
bl = ARC-Accountant-MSC
Swstern Administratar

Connect

[ Coes |
[ Goed |
[ e
N

Cancel
Help

Akt

\

Wicountant-CSB

0]4 Cancel Help
Enter the following:
1 Responsibility Oracle Financials Enter an Application
Application Responsibility
Responsibility
2 OK Button Click the OK button




Opening an Existing Workbook

Note: If areport has already been created to meet your needs or a workbook exists that is
similar to your needs but needs minor modifications, choose ‘Open an existing workbook', &
‘Database.’

workbook Wizard, Step 1 of 10: CGreate,/Open W

What do wyou want to do?
ﬁ Create a new workbook

[E Open an existing warkbook

Where is e workbook you wantto open?

Database. ..

7 Scheduled...

Enter the following:

Step Field Name Description Step
Number
1 Open an existing | Opens an existing Click 'Open an existing
workbook workbook workbook’
2 Database Opens your database Click 'Database’
account
3 Next Button Click the Next button




Open Workbook from

Choose aworkbook to open:

ABA Document Histary

ABAFEDERAL STATUS OF FUNDS

AB4A Federal Status of Funds

ABAINYOICE DUE DATE REPORT

ABANMET ADJUSTMENTS MEEDED REFPORT
ABA MEW FEDERAL STATUS OF FUMDS
ABA MEW FEDERAL STATUS OF FUMDS*
lARA MPFM RECFARI FS

~Descriptian

Mo description awvailable

Enter the following:

Step Field Name Description Step

Number

1 Workbooks Discoverer workbooks Select to highlight a workbook
available for opening to open

2 Button Click the Open button
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Exporting Workbooks to Excel

B 0racle Discoverer - [CSB Federal Status of Funds]
File Edit Sheet Tools Graph Help

@Q@%l@ﬂﬂﬁ@[@lﬂlﬁﬁ@%@?l@@ " Discavercrm

|Expurﬂu Excel FUrmat‘

Federal Status of Funds
19.SEP-01 12.35.24 PM

Page ltems: | Period: SEPDI101 =
¥ Fund Budget Authority Commitments Obligat Total Actuals| % Used  |Funds Available | % Available
1 |csBassnsE01RX 3,000,000.00 20,000.00 11,750.00 430500 26,145.00 120%| 2,06325500 02.20%

ﬁ‘ﬂw]i]ﬂ) 25 Rows per Page

&% 1244pm

Enter the following:

1 Export to Excel Button Click the button
Format

1



Note: After clicking the button a window will open similar to the one below explaining how
the document contains macros.

: Microsoft Excel il

The document you are opening contains macros. Some macras may contain harmfll viruses. 1f
wOLl are sure this document is rom a tusted source, click Yes, If you are not sure and want to
prevent amy macros from running, click Mo,

Yes MNo Cancel
Enter the following:
Step Field Name Description Step
Number
1 Yes Button Click the Yes button

The Excel spreadsheet opens as shown below after the preceding step.

_,... Oracle Discoverer - [CSB Federal Status of Funds] I

A CSB Federal Status of Funds - Microsoft Interr ;lglil
| Fle Edit wview Insert Format Took Data GoTo Favorites Help i
|| Bk v =~ @ [ 4| @Search GaFavorites 8Hstory | & B S m
| adicrress [ C\wINNT\JAYACSE Federal Status of Funds. s ~| #co
|Links @1ARC - Oracle Site Reference  @]Administrative Resource Center  &1Commissioner's Office >
A B C D E F wumount Billed Amount Outstanding

1 Fund Cost Center | Boc | Document Mumber | Vendor Name | Quantity | Ur 1,000 o.oo
2 |CSB3850SE01XX |CSB0503000 2611 |CSBO0001PO IBM 1000 1,25000
E CSB0501000 | 2611 |CSBO00002PO IBM 50 200000
4 C5B0501000 |2611 |CSBO00005SPO IBM 20 p—
3 CSB0503000 |2611 |CSBO00003PO IBM 500 py—
g CSB0503000 2611 |CSBO0000YPO IBM 2000 B
—I'y Total Fund: 11,750.00
3
9
10
1
12

14 ] «[» [»i]s 2l Obligations

|€| l_l_ ‘Unknown Zone v

\ﬂl‘ Page 1 of 1 ﬂﬁ) 25 Rows per

&l Obligations
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Drilling up/down

Discoverer gives end users the ability to drill up/down. Drilling down into data shows more
detail, while drilling up summarizes the data. In the example below you can drill from the
fund up to the treasury symbol. This would combine the funds using the same treasury
symbol.

14-SEP-01 05.12.0

e 5 | Period: JANADZ-0Z =
+ Fund Budget Authority Commitments Obligations

1 BFDOSSORED X 2,000,000.00 0.00 0.o0

2 BPLOSCOREDZX: 2,000,000.00 0.00 0.00

3 BFDOSSOSED] X 26,000,000.00 0.00 2,000,000.00

4 BPLOSCOSEQZX . 5,000,000.00 0.00 <4,000,000.00
Enter the following:

Step Field Name Description Step

Number

1 Small arrow Drilling up/down arrow | Click arrow

2 ABA TS UP: Drills up to treasury Check the box next to the

Treasury Symbol | symbol field name

| T ABATS DOWT:ABA

1 [ ABATS UPTreasury Symbol

| # Fund

| T ABATS DOWN Treasury Symbaol
[ ABATS UFABA

Note: Below is a list of options possible for drilling on Fund
You can select:
e TS UP: Treasury Symbol to consolidate the funds into the treasury symbol.
e TS UP: ABA to consolidate the funds into customer. (Thus, all funds combined.)
e TS DOWN: Treasury Symbol displays both the fund and treasury symbol.
e TS DOWN: ABA displays both the fund and 'ABA’ which relates to the customer.
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® oracle Discoverer - [ARC Federal Status of Funds]
File Edit Sheet Tools Graph Help

AT E S QOO M9 ulmE % & 78 TDiscoverern

|Export to HTML format

Federal Status of Funds
19-SEP-01 01.32.17 PM

Period: SEFM1-01

Fage ltems

¥ Fund Budget Authority Commitments Obligations Expenditures Total Actuals| % Used |Funds Available | % Awailable
1 CSPp3250SEN 10 3,000,000.00 20,000.00 11,750.00 4,295.00 36,145.00 1.20% 2,063,855.00 o2.20%
2 CEp3280SEN2ZI 0.0 000 0.00 0.0 0.00 [ 100.00% 0.0 100.00%

ﬂi}m}i}ﬁ) 25 Fiows per Page

[ Status of Funds

Traim”QOra... @ vaoem

H LPE H Wyora.. | Pora.. | @rom| Pora.. | €1arc. | @oisc. | Blor..

Enter the following:

Step Field Name Description Step
Number
1 Export to HTML Button (See arrow Select the export to HTML
format above) format button
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The printable HTML format opens as shown below after the preceding step.

® oracle Discoverer - [ARC Federal Status of Funds]

WINNTYJAVA\ARC Federal Status of Funds.hir

q J File Edit “iew Favorites Tools Help \ |
_|| #=Eack v = v @ [#] 4| Doearch GaFavorites EBHistory B S A v
| Address [ €1 CWINNT\IAVAARC Federal Status of Furds htm x| ®co
| ||Links &1ARC - Cracle Site Reference  €]administrative Resolrce Center 2
f Federal Status of Funds
19-SEP-01 01.37.07 PM ures Total Actuals| % Used |Funds Available | % Available
4,395.00 36,145.00 1.20% 2,863 ,855.00 93.80%
Perlod SEPfO1_O1 0.00 0.00 | 100.00% 0.00 100,00 %
Fund Budget Authority | Commitments Dbligations Expent
q 1 lrspzsansenad 2 om0 annon I'?n AN AN 14 780 1N _Dﬂlll

|&] one [ | &y computer 4

ﬁ]i] Fage 1 of 1 jﬂ) 25 Rows per

[ Status of Funds

Enter the following:

1 File - Print Menu options Select File - Print

15



Optional Print Capabilities

ik d
—Paper
Size:
_> ILetter ﬂ
Source:
IAutD Select ﬂ

—Headers and Footers

Header
|iwkbPage &p of &P
Footer
|&ughad
— Orientation targins (inches)
 Paorrait Left: ID.25 Right: 0.25
—b[ # Landscape Top: [0.75 Bottom:  [0.75

(0]:8 | Cancel | Printer... |

Note: Under File-Page Setup you have the option of changing the layout of the report to
landscape and using legal size paper if necessary. Manipulating the margins are also an
effective way of fitting the data on one page.
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Modifying Existing Workbooks

Adding New Items

Edit worksheet
Selectlt..

Available Selected
[ Bl ARC MASTER BA GOl ARC Ap Invoices All

L) ARC ACCOUNTIMG FLEXFIELD A< BLg Invoice Num
@) ARC Ap Bank Accounts Al . mvoice Amount
B) ARG Ap Checks Al SEEY

B0 ARC Ap Check Stocks All i
BT AR Ap Holds Al

BCIARC Ap Hold Codes nlnvaice Date
ARC Ap Invoices Al SFOIARC Ap Payment Schedules All

|—|:|"-3Due Date
CREIARC Ap Terms Tl
é)-EEName

CHEI ARC Po Wendars
é)-EEVendDrName
GHE) ARC Operating Units

é)-EEName

Pa1voice MNum

stz Invoice Armount

st Amount Paid

s#: Discount Amount Taken

m Invoice Date

Enter the following:

Step Field Name Description Step

Number

1 Sheet - Edit Sheet | Menu options Select Sheeft - Edit Sheet

2 Available Items Available to be Select an item to highlight
included in worksheet from the 'Available’ side

3 Arrow Arrow (see arrow A) Click the arrow above to add

the highlighted user from the
'Available’ to the 'Selected’
side (This adds an item to the
worksheet.)

4 oK Button Click the button

17



Removing Items

Edit Worksheet
Selectlt..

Assailable

Selected

| 53 ARC MASTER BA

B ARC Ap Bank Accounts All
B ARC Ap Checks All
B ARC Ap Check Stocks All
B ARC Ap Holds All
B ARC Ap Hold Codes
ARC Ap Irvvoices All
g Imvoice MNum
4z Imwioice Amount
#rAmount Paid
#: Discount Amount Taken
o Imvoice Date

B ARC ACCOUNTING FLEXFIELD Wi/

CHE) ARC Ap Invaices All
m Imvoice Mum
stz Invoice Armount

st Amount Paid

g-~TARC Ap Payment Schedules All
LE.EDue Date

SHOl ARC Ap Terms TI

%Name

CHE) ARC Pao Wendars
lé-[ﬁ\fendDrName

G-I ARC Operating Units

5o

Enter the following:

Step Field Name Description Step

Number

1 Sheet - Edit Sheet | Menu options Select Sheet - Edit Sheet

2 Selected Items Tab Select Selected items tab

3 Selected Items included in Select an item to highlight

worksheet from the 'Selected' side

4 Arrow Arrow (see arrow A) Click the arrow above to add
the highlighted user from the
‘Selected ' to the 'Available’
side. (This deletes an item in
the worksheet.)

5 OK Button Click the button

18




Table Layout

NOTE: If you check the 'Show Page Items’ box in the upper left hand corner it will allow
you to position columns in the page axis. An example of this is shown above with the 'Period.’
This is a way of making your table a Page-Detail Table.

Edit Worksheet

Tahle Layout

W Show Page liems

™ Hide Duplicate Rows

Page ltems: | Period

Fund

Budget Authority SLIM

47w Total SUR | 48 Total SURK

49 Total SUK | Total Actuals

= == B B = B & o I U TS R e

Enter the following:

1 Sheet - Edit Sheet | Menu options Select Sheet - Edit Sheet
2 Table Layout Tab Select Table Layout tab
3 Select an item to Ttems included in Click and drag items fo
rearrange worksheet positions of your preference
within the worksheet
5 OK Button Click the button

19



Formatting

Edit worksheet

Fund

l— .

47 Tatal SUM
48 Tatal SUM
49 Tatal SUM
Budget Autharity SURK

Funds Awvailable

Format Data...
Format Heading. ..
Edit Heading...

~Example

% Available

939393939039

Enter the following:

Step Field Name Description Step
Number
1 Sheet - Edit Sheet | Menu options Select Sheet - Edit Sheet
2 Format Tab Select format tab
3 Ttems available for | Items included in Select to highlight
format worksheet
5 Edit Heading Button Click the button
6 Heading Heading description Change heading description
7 OK Button Click the button
8 OK Button Click the button

20




Conditions

Conditions are the criteria for filtering data displayed in a sheet. They essentially say,
"Find the data that meets this requirement and return it to me.” There are many different
ways to create a condition. A few common examples are listed below.

Edit Worksheet

Conditio...

YYiew conditions for: [ All ltermns

™ 7 (Closed Code NOT IN (FINALLY CLOSED','CLOSED FOR INVOICEY ..
[ 57 Encumbered Flag = "

¥ 57 Je Categary Name [N (Adjustment’ ' Purchases’)

W SF MNYL{Credit SUM,0NYLDehit SUKM,0) NOT LIKE '0%' 2 Delete
[ 7 Ussgl LIKE '47%' o

Edit...

b |___|:5;E;g| LIKE '48%%
[ 57 Ussgl LIKE '49%

:-Descriptiun
Ussgl LIKE '45%"

Below are a few examples of simple conditions. Although these are quite simple they can
become very complex and intricate as they're needed to be.

21



New Condition

Wwhat would vou like to narme your condition?

|(Elf9.r= 20019 v Generate name automatically
“What description would wou like to give vour condition?

Faormula

Type the name of an item or select a name from the drop-down list.

Yalues
| [+ |- -|['2001" -

Lgh ARC ACCOUNTING FLEXFIELD WALUES "Cost Center § Digit" |
= NTING FLEXFIELD WALUES Bfy
Lgh ARC ACCOUNTING FLEXFIELD WALUES Bfy Description =
¥ [gh ARC ACCOUNTING FLEXFIELD YALUES Boc
e LE3 ARC ACCOUNTING FLEXFIELD VALUES Boc Description

Lgh ARC ACCOUNTING FLEXFIELD WALUES Cost Center

Lgh ARC ACCOUNTING FLEXFIELD WALUES Cost Center Description
Lgh ARC ACCOUNTING FLEXFIELD YALUES Customer -

ltem Condition

Adbvanced »>

. Cancel

Bfy = 2001
- The data displayed would be from the Budget Fiscal Year 2001 only.

Enter the following:

Step Field Name Description Step

Number

1 Sheet - Edit Sheet | Menu options Select Sheeft - Edit Sheet

2 Conditions Tab Select conditions tab

3 New Button Click new button

4 Ttem Item to create a Enter Bfy from the drop down
condition from. (see list
arrow A)

5 Condition The operator whereby | Select '=' from the list of
the condition creates condition operators.
the query from.

6 Values Values where the Enter 2001 or select it from
condition looks to the drop down list
determine what data to
return

22




Period IN 'OCT', 'NOV'

- The worksheet will return data from only the October & November

periods.

Enter the following:

Step Field Name Description Step

Number

1 Sheet - Edit Sheet | Menu options Select Sheet - Edit Sheet

2 Conditions Tab Select conditions tab

3 New Button Click new button

4* Ttem Items from which to Enter Period from the drop
create a condition down list
from. (see arrow A)

5 Condition The operator whereby | Select 'IN' from the list of
the condition creates condition operators.
the query from.

6 Values Values where the Enter 'OCT, 'NOV' or select it
condition looks to from the drop down list
determine what data to
return

*Make sure the item you select is from the table you want it from.
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o USSGL like '49%'
- The worksheet will return any USSGL's that start with 49.

Enter the following:

Step Field Name Description Step

Number

1 Sheet - Edit Sheet | Menu options Select Sheet - Edit Sheet

2 Conditions Tab Select conditions tab

3 New Button Click new button

4* Ttem Ttems from which to Enter Period from the drop
create a condition down list
from. (see arrow A)

5 Condition The operator whereby | Select ‘like’ from the list of

the condition creates condition operators.
the query from.

6* Values Values where the Enter '49%'
condition looks to
determine what data to
return

* The % sign is a wildcard that states that anything after the first two digits of 49
should be included in the worksheet. This symbol may only be used with the
condition operator of ‘like.’

NOTE: Applying a condition to a report does not remove the data from the workbook. It

merely filters the data to show the precise data you want to see. To return the rest of the
data, turn off the condition by unchecking the checkmark.
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Sorting
The sort function within Discoverer is used to specify how data in a column should be
ordered. For example, you can sort from ‘Low to High' or from 'High to Low." A group sort is

also available where it's possible to group similar data.

Edit worksheet

Column Direction Group
Flsed Low to High vl Group Sort V]

(Wendor Name Low ta High 'I MNane ']

Boc
Cost Center Mowe Up ] kMorwe Duwn]

Document Number

Sipendiuee

Je Categaory Name

Enter the following:

Step Field Name Description Step

Number

1 Sheet - Edit Sheet | Menu options Select Sheet - Edit Sheet

2 Sort Tab Select sort tab

3 Add Button Select add button and choose
which item you'd like to sort by

4 OK Button Click the button

25



Calculations

Discoverer allows you to create mathematical formulas on one or more items within a
worksheet. Calculations can be as simple or as complex as needed and the ability to build
these complex calculations in worksheets allows you to be very creative in designing your

reports.

Discoverer provides you with a list of functions to use that are similar to the

application Microsoft Excel. To choose these functions select the drop down arrow from
below where the arrow is pointing.

Edit Worksheet

[ ¥ Amount Qutstanding
[ L Amount Dutstanding2
v _§ Expenditures]

[ L% Funds Available

[ g Total Actuals

MNew

culation

What do ywaou want to name this cal

A

Llation?

|Ca|cu|atiun1

Select items and functions fram thEJIist on the left and paste them inta the calculation.

Show: If::h Functions *I

i Functions

) Selected tems
L1 Awvailable tems
— L1 Calculations
—1_@ Farameters

e SUM_DISTINCT

P IO T T Y et 1 Pt

Feturns sum of walues of n.

[ L Total PO

[ L Total REQ £
Description Description
TO_NUMBER(DECODE(E

Autharity SURM]) SUM[n)

Calculation:

SLUMim)

Paste >

el = o

Enter the following:

A

Step Field Name Description Step

Number

1 Sheet - Edit Sheet | Menu options Select Sheet - Edit Sheet

2 Calculations Tab Select calculations tab

3 New Button Select new button

4 Show Field (see arrow A) Select the arrow and then
highlight 'Functions’

5 Show Functions Various functions used | Highlight the function you

in calculations wish to use in your calculation.

6 Paste Button (see arrow B) Click the Paste button

7 Show Field (see arrow A) Select the arrow and then
highlight 'Selected Items'

8 Show selected Items from the query | Enter items into the

items calculation
9 oK Button Click the button
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Totals

The totals tool gives the end user the ability o sum rows and columns of numbers by placing
subtotals and grand totals on the report. The tool automatically places the summations at
the appropriate positions on the display. A

Which data paintwould you like to create a totajpgn Example

I _::T_ Armount Wifalkhj

L All Data Paints ' Alkchjin

P Lkhjwa
; Armount khjuwal
L Document MNumkber Hicjuma ke

Ly Je Category
Lgh Yendor Name
'™ Grand fofal at bofom

" Subtotal at each change in:

| 1 All Group Sorted ems The example above shows & Sum total
calculated from sample data.

[ Don't display total for & single row
Which page items do you want to include? YWhat label do youwant to be shown?

@ Calculate totals anly far current page items. Surm = —
" Calculate totals for all page items.

¥ Generate label automatically

Enter the following:

Step Field Name Description Step

Number

1 Sheet - Edit Sheet | Menu options Select Sheet - Edit Sheet

2 Totals Tab Select totals tab

3 New Button Select new button

4 Data points Field (see arrow A) Select the datapoint that you
would like a total from

5 Subtotal (optional | Ttems fo subtotal by Select an item to subtotal by

27



Saving a workbook

Save Workbook to Data

Ayvailable workbooks:

ABA Federal Status of Funds

ARC customnl Spend Lines Detail Report
ARC Aged Receivables Report

ARC Federal Status of Funds

ARC Invoice Due Date Report

ARC MNet Adjustment Meeded Report
ARC Trial Balance

C5B Adjustments Needed

C5B Document History

U0 Cmmlmem | Cmdiim = Coam Al -

Mew name:
|ARC Imvaice Due Date Repoart

Sawve Cancel

Enter the following:

Step Field Name Description Step

Number

1 File - Save As Menu options Select File - Save As
2 New name Text box Name your workbook
5 Save Button Click the button
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Managing Workbooks

Oracle Discoverer allows end users to grant other people access to the workbooks they
create to view, analyze, and print the data. You can share workbooks in one of two ways.

e Assign to a responsibility where a particular group can view the workbook.
e Assign to a particular person so that only they can view the workbook.

Share Workbooks

Workbook->User

YWorkbook: [ARC Federal Status of Funds

User:

Ayvailable

Shared

ARC-CUSTOMER-ABA
ARC-ECSTECH-ABA
ARC-ECSTECH-CSB
ARC-LEADTECH-ABA
ARC-LEADTECH-CSE

~Description

ARC-BUDGET AMALYST-ABA
ARC-BUDGET AMALYST-CEE

RLHOLLI

<

ARC-CUSTOMER-CZB

Mo description available

Enter the following:

Step Field Name Description Step
Number
1 File - Manage Discoverer options at Select File - Manage
Workbooks - the top of the screen Workbooks - Sharing
Sharing
2 Workbook Field (see arrow A) Select the workbook you want
to share
3 Available Responsibilities & Users | Click to highlight the
within Oracle responsibility name or Oracle
user id that you want to share
the workbook with
4 Arrow Arrow (see arrow B) Click the arrow to add the
highlighted user from the
‘Available’ to the 'Shared’ side
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Creating a New Workbook

workbook Wizard, Step 1 of 10: Create,/Open Wi

YWwhat do you want to do?
[E Create a new workbook

Dpen an existing workbook

Heowe dovyou want to display the information?
® [] Tahle = Page-Detail Tehle
 E] Crosstah ol - FPage-Detail Crosstab

A Tahle displays data in columns. Click Mext to continue.

Enter the following:

Step Field Name Description Step

Number

1 Create a new Button Select 'Create a hew
workbook workbook'

2* Table Display type Select 'Table’

3 Next Button Select next button

Note: The majority of all reporting needs are met through the use of the table & page-
detail table displays.
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Adding Items
Workbook Wizard, Step 2 of 10: Select [tems

Available Selected
| €3 ARCMASTER BA

{1 ARC ACCOUNTING FLEXFIELD WALUES
{1 ARC Ap Bank Accounts All

B ARC Ap Checks All

| ARC Ap Check Stocks All

B JARC Ap Holds All

G ARC Ap Hold Codes

B ARC Ap Invoices All

{1 ARC Ap Invoice Distributions All
{1 ARC Ap Invoice Paymeants All

B ARC Ap Payment Schedules All
) ARC Ap Terms Tl

B ARC Ap Terms Lines

B0 ARC Ar Adjustments All

{1 ARC Ar Cash Receipts All

{1 ARC Ar Cash Receipt History All
B ARC Ar Customer Accounts

Enter the following:

Step Field Name Description Step

Number

1 Available Ttems Available to be | Select an item to highlight
included in worksheet from the 'Available’ side

2 Arrow Arrow (see arrow A) Click the arrow above to add

the highlighted user from the
‘Available’ to the 'Selected '
side (This adds an item to the
worksheet.)

3 Finish Button Click the button

The rest of creating a new workbook has already been discussed in the preceding pages
under ‘Modifying Existing Workbooks.'
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